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Libretto: Sensible HR Getting Started Guide 
Introduction 

Welcome to Libretto: Sensible HR.  
 
Developed by HR professionals, Libretto is designed to keep you ahead of the many challenges 
facing human resources today. This easy-to-use product helps you stay on top of HR issues and 
gives you both compliance and best practice solutions for all of your HR needs. 

This document is designed to take you through the initial steps required for you to begin using 
Libretto.  If you have additional questions on any of the features of Libretto, please see the “Libretto: 
Sensible HR User Manual” available for download in Libretto.   

Signing up for Libretto 
To create your Libretto account, start your browser and navigate to: 
http://www.agent77.com/libretto/clientLogin.cfm?view=login 

The following screen will be displayed: 

Figure 1: Create a Libretto Account 

To create your Libretto trial subscription, enter the activation code given to you in the box then click 
“Continue”.  Libretto will take you to the three-step process to create your trial subscription.   

 

 

 

 

 

 



Libretto: Sensible HR Getting Started Guide – Page 2 
Copyright 2006, Agent 77, Inc. 

First Libretto needs information about your company in order to communicate with you and to give 
you the correct options in the assessment: 

Figure 2: Enter Your Company and Contact Information 

On this screen please enter information on the main contact person / user of Libretto within your 
company, including name, title and e-mail address; and the company name, address and phone 
number. 

Then click “Continue”, you have now created your account, but Libretto needs a little more 
information before you can begin using it properly. 
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Figure 3: Enter Additional Company Information 

On this screen enter addition information on your company: 

 The type of business you are in; 
 The number of employees (this last is especially important as many federal regulations only 

apply to businesses of a certain number of employees – COBRA, for example, only applies to 
companies with 20 or more employees – so it is important that, as your company grows, you 
indicate the number of employees you have in Libretto); 

 If you have Union or Federal contracts (both have additional laws and regulations that apply if 
you do); and 

 Whether your corporate culture is more or less formal with things such as dress codes, office 
relationships, or having written (as opposed to informal) policies and procedures (this help 
Libretto determine some HR best practices policies) 

Click “Continue” to go to the final step in creating your Libretto trial subscription. 
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Figure 4: Select Category for Trial 

Libretto is organized into 10 major HR topical areas or categories based on related HR issues.  These 
categories are used throughout Libretto as a way to easily find topics, forms, policies, etc. related to 
the general area of HR.  Each category is further divided into related HR issues that have one or 
more assessment questions in each issue.  Your trial subscription lets you have access to one of 
these categories.  Select the category that is of interest to you for your Libretto trial, then click “Start 
Trial” to begin using Libretto. 

At this point, Libretto will take you to questions for the HR category that you selected so that you can 
begin your assessment.  For example, if you selected “Terminations” as your category: 
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Figure 5: Begin Using Libretto 

To begin the assessment for Terminations, click on the first issue: “Termination of Employment”.  

(Note that although you cannot do the assessment for any other category than the one you selected, 
you can see the types of issues covered in each category by selecting it from the list on the left hand 
side of your screen.  A complete list of the issues covered in that category will be displayed.) 

Note that the first few times you encounter a feature in Libretto (Issue Question, Recommendation, 
Downloading a Form, etc.), Libretto will present you with Guides which describe the feature and act 
as a sort of on-line manual to Libretto and also describe additional related features of Libretto.  Once 
you have viewed a given feature the first few times, these Guides will no longer appear. 
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Figure 6: Assessment Question 

Libretto’s assessment consists of a series of simple questions designed to allow you to become 
compliant with the major employment laws as well as HR best practices.  When you begin your trial 
assessment, Libretto will display the first question in an issue.  The screen shows you the category 
(Terminations), and then the issue within the category (Termination of Employment) followed by the 
question and the possible answers. To complete the question, simply click in the circle next to your 
response (the majority of the questions in the assessment only require a simple “yes” or “no” answer, 
a few are multiple-choice) then click the Continue button and the next question in the category will be 
displayed.   
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Figure 7: Recommendation Notification 

Libretto generates detailed recommendations to improve your HR practices based on your answers to 
the assessment.  These recommendations run a full range of HR problems from non-compliance with 
regulations (which could generate investigations, fines or even an employee lawsuit) to simple best 
practices (such as adopting a formal dress code).   

If Libretto has any recommendations for compliance or HR best practices based on your answers to 
questions, it will display a running total of recommendations for you on each question screen.  To 
view these recommendations, click on the “You have XX unresolved recommendations” link or the 
“Recommendation” button in the primary navigation bar in the upper right part of the screen, and 
Libretto will display a list of all your recommendations sorted by priority. 

Libretto remembers where you were in the assessment, so that if you log out and return to the 
assessment at a later time, clicking the “Go To My Assessment” button will return you exactly to 
where you left off, you don’t need to write down or remember where you were. 
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Figure 8: Recommendations 

Recommendations are displayed as a summary; however, all recommendations also have detailed 
descriptions. To view the detail of a recommendation and see the associated solutions (forms, 
policies, etc.), click on a recommendation summary. 
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Figure 9: Recommendation Detail 

The detailed recommendation screen reiterates the issue and the summary, then describes in one or 
two paragraphs why the recommendation is needed.   Once you have viewed the detailed 
recommendation, you can return to the recommendations list by clicking on the “Recommendation” 
button, return to the assessment by clicking on the “Return to the Assessment” button, or download 
one of the associated forms listed on the right hand side of the screen.  

The detailed recommendation screen lists all of the forms associated with the recommendation on the 
right-hand side of the screen.  These “Forms” include policies, information sheets, notices and forms 
to complete that will help you resolve the specific recommendation.  Additionally, Libretto lists related 
policies, forms, etc. which you may be want to download. 

Notice: Agent 77 stands behind all of their forms as published.  However, any 
substantive changes made to the contents of any downloaded form may result in 
potential legal liability for you and your company.  Agent 77, Inc. accepts no liability 
or responsibility for any of our documents that have had the contents altered beyond 
simply filling in the appropriate “blanks” and/or replacing “place holder” text and 
adding your company logo and information. 
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To download a form, simply click on the form name listed, Libretto will display an information page 
describing the form in detail: 

Figure 10: Form Detail 

The form description page shows a detailed description of the form, policy, etc., including how many 
pages are in the form, the date the form was last updated, and what the price would be (typically 
$9.95) if purchased separately in Agent 77’s store.   

Most of the forms (policies, notices, information sheets, etc.) in Libretto are available in both Adobe® 
Acrobat (.PDF) and Microsoft® Word (.DOC) formats. To download a form, decide which format you 
want and click the appropriate button in the upper right-hand portion of the form description screen.  
(If you want to view a form prior to downloading it, select the .PDF format, and the form will be 
displayed in your browser.)   
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The first time you download a form, Libretto requires you to agree to the terms of use license (we 
encourage you to read Libretto’s user license before agreeing to the terms of use): 

Figure 11: Libretto’s User License 

To continue downloading the form, agree to Libretto’s license by clicking the “I Agree” button and 
Libretto will display specific instructions on how to download the file.  After downloading the file, you 
can continue on with the assessment, review additional recommendations, download additional 
forms, or return to the Welcome screen. 

Trial subscriptions are limited in the number of free forms available for download.  However even if 
you have exhausted all of your free downloads, all forms are available at the normal retail price.  Of 
course, if you wish to upgrade your trial subscription to a full Libretto subscription with access to all 10 
HR categories covering over 100 HR topics in the assessment as well as complete access to over 
300 forms, policies and information sheets you can do so at any time.    
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Figure 12: Subscribe to Libretto 

To subscribe to Libretto, click on the “Subscribe” button in the upper right of your screen.  You will be 
able to convert your trial subscription to a full Libretto account using our secure website.     

 

 

 

 




